Zachary Coppage
3409 Whitman Court
Norwalk, CT 6854
(333)-999-6470
[email]

Sep 4, 2010

Ms. Mary Pullen
Sungard Availability Services
1484 Chenoweth Drive
Tullahoma, TN 37388

Dear Ms. Pullen,

Please see the attached documents regarding my application for the HR Coordinator position at your company. I know that my past experience working in human resource related positions and other administrative skills would make me a valuable asset to this company and my presence would be beneficial to Sungard Availability Services.

The following is a short summary of my skills and experience which can be found in complete detail by reading my attached resume:
•I have experience with creating accurate job descriptions.
•I am skilled at arranging work schedules and defining priorities.
•I have vast experience with record keeping and detailed reports.
•I have attended classes to better understand labor laws and contractual language.
•I have experience in documentation processes as well as a good understanding of record retention.

I know that an HR Coordinator needs excellent personal relationship communication skills as well as a complete understanding of laws designed to protect both the employee and the company. For this reason, I know that my background and experience would make me an excellent candidate for the position at Sungard Availability Services.

I would like to set up a meeting in order to further discuss our mutual needs. I can be reached at (333)-999-6470 or emailed at [email]

Sincerely,

Your Signature

Zachary Coppage
